APPENDI X C
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| NSTRUCTI ONS FOR DATA COLLECTI ON

A Initial Contact with Survey Conpanies

Wien it is expected that the conpany has received the letter requesting its
participation, contact the establishment in person or by telephone to advise
the conmpany official of the type of survey information desired and to set a date
and time for the visit. |If letters requesting participation are hand delivered,
these arrangenents may be acconplished at the sane time. |t is inportant that
the interview be arranged with a conpany representative famliar with conpany
jobs, conpensation, and enploynent conditions and practices.

B. Action Wien an Establishnent Declines to Participate

If the conpany representative declines to participate during the initial
contact or the data collection interview, explain why the information is
desired to ensure that the refusal is not due to a lack of understanding of
the purpose and nature of the survey. If the official still refuses to
participate, report the reason to the survey chair who may nake further
efforts to obtain the conpany’s participation.

c. The Interview

— 1. The interview with the conpany representative is a very inportant part
of the data collector’s assignnment. Factual data nust be obtaided at a m nimum

, expenditure of tine and noney to both the conpany and the U S. Forces. Data
col l ectors nust be fully prepared to conduct each interview as efficiently as
possible while establishing and maintaining good public relations. In prepara-
tion for the interview, data collectors shoul d:

a. Be able to explain to conpany representatives the wage admnistra-
tion policies of the U S. Governnment, the wage survey process, and the use that
wi Il be made of survey data.

b. Review thoroughly the data on kinds of jobs, nunbers of enployees,

rates of pay, and other survey information collected on the |ast survey of the
est abl i shnent.

c. Be thoroughly famliar with the survey key jobs and grade distinc-
tions.

d.  Be thoroughly famliar with data to be collected, the nmeaning and
interpretation of questions on data collection sheets or fringe benefit ques-
tionnaires, and instructions for recording data on wage survey forns. Keep
the instructions and key job definitions available for reference during the
conpany contact.

e. Have a copy of current US. Forces pay schedule and benefit
information, and be able to answer questions regarding this information.
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2. Conduct

Data collectors should ensure that their appearance and behavi or
reflect credit on themselves and the U S. Forces. They should be on tine
for appointnments and polite and considerate in all dealings with conpany
representatives.

3. Introductory Remarks

a. Initially, give the conpany official a brief explanation of wage
determnation policies. Explain that a major objective is to establish a
satisfactory relationship between the general |evel of wage rates paid by
| ocal U.S. Forces activities and those paid by other enployers in the area.
To acconplish this objective, each wage area is surveyed periodically to
ascertain going rates of pay for conparable work found in the survey com
panies. \Wage survey data are carefully and confidentially reviewed at the
| ocal level and at higher MIlitary Service Headquarters that approve the
resulting wage schedules. After data review, survey key job weighted aver-
ages are arrayed to reflect the trend of rates by grade |evel. A pay line
is then fit to this trend of rates. The resulting pay schedul e does not
provide rates that conformexactly to the average rate for each survey key
job, but it does provide a rate relationship consistent wth the overall
pattern of prevailing rates found in survey conpanies. In addition, it
provi des enpl oyees equitable conpensation levels in accordance with the
responsibilities of their positions.

b. During the early part of the introductory phase of the interview,
the data collectors should enphasize that information provided by the conpany
will be treated confidentially and will not be divulged to unauthorized per-
S onnel. Al so, they should explain that a summary of survey data will be sent
to each participating conpany at the conclusion of the survey, and that the
summary will not associate a specific conpany with its data.

D. Data Collection

1. Gathering accurate data is essential to the reliability and validity of
wage survey results. Every effort should be made to obtain necessary data and
to record it in sufficient detail to determne conparability with survey key
jobs and ensure that accurate wage information is obtained. Gather data in a
manner convenient to the conpany representative, realizing that data nust be
collected in person (for full-scale surveys) from know edgeabl e conpany officials.
Fol l ow-up information may be obtained by telephone. If the conpany representa-
tive has no preference, the follow ng approach i s suggested.

a. Conplete the conpany information sheet.

b. Match the survey jobs and obtain data necessary to conplete data
col l ection forns.

(1) Briefly explain the content of each survey job and get the
conpany official’s opinion on which jobs mght be found at the conpany.

(2) For each possible job match, discuss the duties of the conpany
job with the official. Review any formal conpany job descriptions for accuracy.
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(3) Conpare duties of conpany jobs with survey key job descriptions,
Soneti mes observing the job in operation helps determ ne conparability. DO NOT

match jobs solely on the basis of job titles. Mke an initial job match deter-
mnation. This determ nation is subject review and change at the |ocal or head-
quarters level, so appropriate docunmentation is vital. -

(4) If a job match determination cannot be made or cannot be agreed

upon by the data collectors, obtain detailed information on the conpany job
duties.

~ (5) Explain on the appropriate forms differences between data col-
lected during the prior survey and data collected on the current survey.

c. After job matches have been determ ned, obtain the nunber of
enpl oyees at each pay rate for each matched job or questionable match. This
may be done after each job match decision, or after all nmatching determnations
have been nmade. Record and report all wage data obtained on matched | obs.
Conpare rates wth contracts and explain any discrepanci es.

d. Ootain data on remaining survey questions regarding pay, benefits
and enpl oynent practices and/or conditions. Collect these data whether
universally. applied or provided to select individuals or groups of enployees.

E. | ncl usi ons

Data on jobs at participating conpanies are usable when:

1. The conpany job is conparable to a survey job. Renenber that conparable
does not necessarily nean identical. In general, the survey job descriptions
are broad enough to allow collection of adequate wage data. |f nore than one
conpany job is a match to a survey key job, obtain pay data for each of the
conpany jobs. |If the converse is true, try to obtain data on enpl oyees who
mai nly performwork conparable to each of the narrower survey jobs.

2. The nunber of enployees at each rate in the rate range is obtained.
If, however, the conpany can furnish only the total nunber of enployees in the
mat ched job and the weighted average pay rate for those enpl oyees, accept the
data. Collect data in a format allow ng conversion to the appropriate survey
pay unit. For exanple, nonthly rates are acceptable if the number of work
hours per nmonth is known and the survey pay unit is hourly. Incentive or
pi ecework rates paid for conparable jobs nay be used, provided the base rates
and guaranteed rates are obtained. Al so, record the type of incentive plan
used by the company. Any such rates nmust be based either on docunmented average
per cent age- over - guar ant eed- m ni mrum by occupation or average weekly earnings
for four or nore recent pay periods.

F. Excl usi ons

1. Exclude data on conpany jobs that are definitely not conparable to
survey | obs.

2. Exclude trainee, pensioner, part-tine, or tenporary jobs.
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3. Exclude data on |eader and supervisory jobs except when such duties are
a part of the survey key job description.

4. Exclude data for jobs when 'only the rate range and not specific rates

or weighted averages is available. Report the rate range data for informational
pur poses, however.

5. Exclude data for jobs paid below m ninmum rates established by the host
country . Again, report the rates for informational reasons.

6. Report any apparent discrimnatory hiring practices so the survey
officials can nake decisions on use of the data.

G. Summary of Data Col |l ection Met hods

The best method of obtaining survey data will depend to a |arge extent on
t he conpany official's records and willingness to allow data collectors to
use them Data nmay be obtained with the expenditure of relatively little tine
I f the collectors have access to adequate job descriptions and pay records.
Qherwse, a nore lengthy interview with the conpany official may elicit the
necessary data. Regardless of the nethod used, the rates and other information
shoul d be cross-checked with other available sources, such as collective bar-
gaining agreenments, to ensure the highest possible accuracy.

c-4




